Section 2 Facilities

Policy 2.3 Mtor Pool Operations

1. The purpose of this policy is to delineate the proper use
of vehicles available through State Fl eet Services.

2. The State Fleet Services Policies and Procedures are in
force and are supplenented by this policy. The Internet
reference for fleet services is: http://fleet.utah. gov/

3. Definitions. All definitions are found in Rule R27-1 at
http://ww. rul es. utah. gov/ publicat/code/r027/r027-001. ht m

4. Vehicle Availability:

A. Vehi cl es can be | eased from State Fleet by the
i ndi vi dual divisions and offices on a full tinme
basi s.
B. The O fice of Enpl oyee Support operates a m ni-notor

pool of various vehicles. These vehicles are

di spatched on a short-term basis, normally one week
or less. Exceptions to this rule are possible and
are approved by Enpl oyee Support.

C. Donat ed vehi cles. Some prograns have been able to
recei ve vehicles donated from organi zati ons outsi de
state government. If any vehicle is to be donated,
the Ofice of Enployee Support nust be notified at
once. CES will work with the program and state fl eet
to insure all aspects of ownership and liability are
correctly covered prior to the vehicle being
accepted by the program Different arrangenents are
made with each donated vehicle. But all liability
i ssues nust be consi dered.

D. Repl acenment, upgrade and expansi on of the notor
pools is covered in the state policy referenced
above. Justification for all vehicles nmust be sent
t hrough the budget subcomm ttees. Vehicles are
initially paid for in full with subsequent nonthly
| ease paynents. The nonthly | ease paynents are then
credited toward the cost of the future repl acenent
vehi cl e.

5. Di spat ch Requirenents

A The driver (s) of the vehicle nmust hold a current
driver's license issued by the state of Utah or
ot her state governnent. Foreign |licenses do not
qualify. The operator=s driver=s license will be


http://fleet.utah.gov

exam ned each time a vehicle is dispatched.

The driver (s) nust have registered with the state
fl eetanywhere systemas a qualified driver. This may
be done at Enpl oyee Support or any m ni-notor pool

| ocation. At registration the driver receives an
operator id. This id is used in the fleetanywhere
systemto track the driver and vehicl e use.

Di vi si on di spatch procedures. The divisions
determ ne their own procedure. However, they nust
conformto the procedures outlined in this policy.

M ni - not or pool procedures.

The driver will reserve the vehicle on line at:
http://fl eet.utah. gov/services/ dail ypool / dpdat a/
dayVehreg. htm Wi le this process is quick and
efficient, on occasion, the driver may not
receive a reservation nunmber for several hours.
If the vehicle is needed that day, please
contact Enpl oyee Support for assistance.

2. Vehi cl es are dispatched fromthe Enpl oyee
Support m ni-notor pool during nornmal operating
hours of 7:00 a.m to 5:00 p.m Monday through
Fri day except state holidays.

3. |tens required for dispatch

A Valid Driver's License

B. Conpl etion of the Safe Driver's Video

C. Letter of Authorization for SUV

D. Valid experience or training for 15 Pass

E. Valid Operator ldentification Nunber

4. Operators are required to conplete an MP-98
Form Daily Mtor Pool Lease Agreenment. This
form must be conpleted for every vehicle
di spatched. The formincludes a before and after
i nspection checklist of the vehicle. The
operator's office or programcan be found |iable
for damage that is not correctly noted on the
MP-98. The form nust be signed and turned into
the m ni-notor pool when the vehicle is
returned.

The vehicle nmust be returned with the fuel tank
nmore than 3/4 full. A significant charge will be
levied if this is not done. All fuel receipts
must be turned into the m ni-notor pool when the
vehicle is returned.



5. Certain restrictions have been placed on SUVs,
Hi gh Occupancy Vehicles and unmar ked vehi cl es.
Pl ease contact the mni-nmotor pool for current
information if you need one of these types of
vehi cl es.

6. Acci dent Procedures. If an accident occurs while
an enployee is driving either a state-owned
vehicle or a personally owned vehicle (POV)
whil e on state business, the foll owi ng procedure
must be foll owed.

A. The accident nust be imediately reported
to the driver's supervisor. The supervisor
will then report the accident to the

Di rect or of Enpl oyee Support.

B. If the vehicle damages are such that it
cannot be safely driven, the driver wll
call 1-800-CARCARE to set up a tow vehicle.

C. Wthin 24 hours the driver nust fill out an
accident report form This formis
el ectronic and is found at
http://fl eet.utah.gov/services/forns/foform
S. htm

D. Wthin five working days, the Accident
Review Comm ttee (ARC) will neet to
determ ne the disposition of the accident.
See Para 5 for details on the Accident
Revi ew Commi tt ee.

E. Drivers will not be allowed to drive on
state business until a determ nation has
been made by the ARC

6. Acci dent Review Committee

A.

Rule R 27 established the requirenent for each
departnent to create an Acci dent Review Commttee
(ARC) to review all vehicle accidents involving the
State and to nake recomrendati ons for appropriate
adm ni strative action including training and/or

di scipline. For the Departnment of Health, the ARC
will be a subcommttee of the Ri sk Managenent
Committee.

Menbership of the ARC will be:

1. Chai rperson of the Ri sk Managenent Comm ttee
2. Di rector of Human Resources or designee

3. Representative from EDO



4. Di rect or of Enpl oyee Support (non-voting)

C. The ARC will meet within five working days after

receiving an accident report. The Arc w ||
determine if the accident was preventable or non-
preventable. All available information will be used

in this determnation. The driver may attend the
meeting by notifying OES prior to the neeting. The
driver and passengers of the vehicle involved in the
accident may also submt witten docunentation
concerning the accident.

D. If the ARC determ nes the accident was preventabl e,
the ARC will also develop a recommended course of
action for the division to consider. This
recommended course of action may include renedi al
training or other adm nistrative action.

E. If the ARC determ nes the accident was
non- prevent abl e, the driver and i nmedi ate supervi sor
will be notified.

F. If the ARC determ nes the accident was preventabl e,

the driver will be notified of the ARC s fi ndings.
Additionally, the imredi ate supervisor and the
Division Director will be notified of the findings
and the ARC s recomendation for renedial training
or other adm nistrative action. The division wl
work with human resources on a course of action for
each driver. Human Resources will nonitor the
courses of action to maintain continuity and equity
t hr oughout the departnment.

G The driver may appeal a determ nation that the
acci dent was preventable to the R sk Managenent
Committee within five(5) working days after
receiving notice of the ARC s determ nation. The

Ri sk Managenent Commttee will rule on the findings
of the ARC

H. The driver may appeal the division's adm nistrative
action through the normal Human Resources channel s.

| . The ARC will report accidents and disposition to the
Ri sk Managenent Committee on a quarterly basis.
Names will be renoved fromall reports not appeal ed

prior to subm ssion to the Ri sk Managenent
Commttee. The O fice of Human Resources wl |
mai ntain all records of the ARC.

Li cense Information Reporting Requirenents. The follow ng informtion
nust be reported by all enployees to their supervisor. Failure to do so
can result in administrative action.



A DUl .

Any ticket for Driving Under the Influence nmust be reported

i medi ately. A | ater conviction of the DU nust al so be
reported.

B. Suspensi on or Revocation of License. Any suspension or revocation
of license nmust be reported i medi ately. Suspension or revocation

al one may not be grounds for termination of enploynent.

C. Accidents in State Vehicle or POV while perform ng state business.

Al

accidents nust be reported regardl ess of whether the driver is

cited for the accident or not.

Use Requirenents for Monthly Lease Vehicl es.

A Agenci es that have requested, and received nonthly | ease options
on state vehicles shall

1

Ensure that only authorized drivers whose nanes and al

ot her information requi red by R27-3-3(1) have been
entered into DFO s fleet information system conpleted al
the training and/or safety prograns, and net the age
restrictions for the type of vehicle being operated, shal
operate nonthly | ease vehicles. Report the correct odoneter
readi ng when refueling the vehicle. In the event that an

i ncorrect odoneter reading is reported, agencies shall be
assessed a fee whenever the agency fails to correct the
mleage within three (3) business days of the agency's
receipt of the notification that the incorrect mleage was
reported. When circunstances indicate that there was a

bl at ant di sregard of the vehicle's actual odonmeter reading
at the tinme of refueling, a fee shall be assessed to the
agency even though the agency corrected the error within
three (3) days of the notification.

Return the vehicle in good repair and in clean condition at
the conpl etion of the replacenent cycle period or when the
vehicle has net the applicable nileage criterion for

repl acenent, reassignnent or reall ocation.

Agenci es shall be assessed a detailing fee for vehicles
returned that are in need of extensive cleaning.

Agenci es shall pay the insurance deductible associated with
repairs made to a vehicle that is damaged when returned.

Ret urn the vehicle unaltered and in conformance with
the manufacturer's specifications.

Pay the applicable insurance deductible in the event that
monthly | ease vehicle in its possession or control is
i nvol ved in an accident.

Not pl ace advertising or bunper stickers on state vehicles
wi t hout prior approval of DFO

B. The provisions of Rule R27-4-6 shall govern agenci es when
requesting a nonthly | ease.

Unaut hori zed Use of State Vehicles.

A State vehicles shall only be used for official state business.



Except in cases where it is customary to travel out of state in
order to perform an enpl oyee's regul ar enpl oynent duties and
responsibilities, the use of a state vehicle outside the State of
Ut ah shall require the approval of the director of the departnent
t hat enpl oys the individual

Unl ess ot herw se authorized, the follow ng are exanpl es of the
unaut hori zed use of a state vehicle:

1. Transporting famly, friends, pets, associates or other
persons who are not state enpl oyees or are not serving the
interests of the state.

2. Transporting hitchhikers.

3. Transporting acids, explosives, weapons, amunition
hazardous materials, flammable nmaterials. The transport of
t he above-referenced items or materials is deened authorized
when it is specifically related to enploynment duties.

4, Extending the length of time that the state vehicle is in
the operator's possession beyond the tine needed to conplete
the official purposes of the trip

5. Operating or being in actual physical control of a state
vehicle in violation of Subsection 41-6- 44(2), (Driving
under the influence of alcohol, drugs or with specified or
unsafe bl ood al cohol concentration), Subsection 53-3-231
(Person under 21 may not operate a vehicle with detectable
al cohol in body), or an ordinance that conplies with the
requi renents of Subsection 41-6-43(1), (Local DU and
rel ated ordi nances and reckl ess driving ordi nances).

6. Operating a state vehicle for personal use as defined in
R27-1-2(30). GCenerally, except for approved personal uses
set forth in R27-3-5 and when necessary for the perfornmance
of enploynent duties, the use of a state vehicle for
activities such as shopping, participating in sporting
events, hunting, fishing, or any activity that is not
i ncluded in the enployee's job description, is not
aut hori zed.

7. Using a state vehicle for personal conveni ence, such as when
a persona
vehicle is not operational. Pursuant to the provisions of

R27-7- 1 et. seq., the unauthorized use of a state vehicle
may result in the suspension or revocation of state driving
privil ege.



